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DIOCESE OF RAPID CITY 
 

JOB DESCRIPTION 
 
TITLE:    Administrative Assistant for Vocations and Stewardship 
 
QUALIFICATIONS: Practicing Catholic. High School Diploma, strong administrative, 

secretarial and computer skills, detail oriented, high degree of 
confidentiality and dependability, ability to multi-task. Excellent 
proof reading and communication skills.  

 
REPORTS TO:  Directors of Vocations and Stewardship 
 
 
EVALUATION:  Performance of this job will be evaluated in accordance with the 

provisions of the Diocesan Personnel Policies Manual, Section 6, 
Performance Review.  

 
TERMS OF    Part time/Support/Non Exempt 
EMPLOYMENT: 
 
 
JOB FUNCTION:  Responsible for supporting the work of the Office of Vocations 

and the Office of Stewardship. 
 
 
PERFORMANCE RESPONSIBILITIES: 
 
Vocations: 

1. Performs all administrative and secretarial tasks in support of the Offices of Vocations 
and Stewardship in a timely and accurate manner. 

 
2. Assists the Director of Vocations in providing necessary support to seminarians such as 

supplying information to seminaries and parents, coordinating schedules, disseminating 
information about summer activities, assisting seminarians with applications, ensuring 
financial arrangements are made, etc. 

 
3. Participates in the development of policies and procedures for the Office of Vocations. 

 
4. Is responsible for maintaining office files on prospective seminarians, the database of 

vocations contacts, seminarian files, and support materials. 
 

5. Coordinates with other diocesan offices (Native Ministries, Communications, Family 
Life Ministries, Lay Ministry, Youth and Young Adult, Terra Sancta and West River 
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Catholic) in order to promote vocations awareness in a comprehensive and coordinated 
manner. 
 

6. Assists the Director in providing support to Parish Vocation Committees; providing 
resources and training.  Maintains positive and regular communication with committees. 
 

7. Assists the Director in the planning and coordination of all vocations events. 
 

8. Is responsible for printed matter and website and Facebook content. 
 

9. Maintains the Director’s calendar. 
 
 

 
Stewardship 
 

10. Assists the director in the planning and coordination of all stewardship training and 
celebratory events. 
 

11. Performs all administrative and secretarial tasks in support of the Office of Stewardship 
including maintaining accurate records of all areas of Stewardship for archive purposes. 
 

12.  Attends all diocesan stewardship events and ensures the smooth execution of each event 
regarding such things as checking in guests, greeting guests, providing handouts, 
overseeing technology use, etc. 
 

13. Assists in researching and developing resources, training and educational opportunities 
for parish stewardship teams throughout the diocese. 
 

14. Fosters collaborative, positive working relationships with parish stewardship teams. 
 

15. Is available to attend diocesan stewardship team meetings as requested. 
 

16. Assists in maintaining and organizing Lay Witness Ministry with parishes and pastors. 
 
 
General 
 

17. Assists administratively with Totus Tuus Camps and other events that may be under the 
direction of the Youth and Young Adult Office. 
 

18. Maintains a safe and orderly work area. 
  

19. Provides for his/her own spiritual and professional growth. 
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20. Assists in promoting a positive and hospitable office climate.  

 
21. Speaks positively about the Diocese of Rapid City. 

 
22. Other duties as assigned. 

 


